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12 April 1950

0 it 7RD Poliey Committne

PRGN 1 Chief, /ssesswent Staff

STAJEC?: Qualiffcetions snd York Responsitilities for the Position of
Administrative Assistsnt/Peyehonetrist, Asecessment Staff,
Prosent Pating 098.9,

1.

f Callege gradunte with major in psycholegy, snd courses in statis-
tice, and in ¢linienl and sbnermel peyekology.

b, A% leaat one year's experience 33 an interme or assistent in &
paychologieal slinic, or a Mesters degres in peychology.

G At least one year's stuiy in a2 sedoel of dusiness administretion
or equivalent practical exparience,

4, Exoellent adbstrsct reasoning abdility end high verbal intelligenecs.
T .. Pleotation spsed, 120 words per minute,

1

& Tyving speed, 60 worde per minute.

& EBxcellent profietlercy in spelling, punctuation, cepitslisation,
and arithmetic computation.

h. ialtiative, smotionel etadility, socizl meturity, poise. “ensidle,
prectionl, {ndustrious. Tecsing, well-balanged personslity.

i. Favoreble assessnent report defore employment.

3. Brxesilent rating in TRE Administrative Course defore permesnent
assigment %o pesition. '

f) B, She iz responsible for the adeinistiretive gupervision of the
Agssssment 3taff, including: the chysioml maintenmance of the Asgeamment
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offices; the requisitioning of esxpendsdle and non-exzpendadble supplies, and
aleo paychological aguipment; the supervisina and control of all assessment
filee; the distridution and dissemination of all incoming and outgeling
sorxrespondence veports, filss, and records; the maintemance of Time snd
Atsendancs recerds. In carrying out these responsidilities, ghe deals per-
sonally and directly with: the EXC /om0, C08/0PC, POB/CFC; aivision, steff,
program, bdranch chiefs, asd opsrations offiecers of OSC, and ore; the Chief
and Admintstrative Officer of TRY; and the chiefs of the adminiatrative and
sarviels divisions of OSD/OPL/CIA,

». She attends eonfersnces affecting the administrative operaticns of
the Asssesnent Staff,

. ¢, Is the reeponsible end sccountable officer for the Assessmant

4, Is persomslly responsible for the dstalls involved in schedul ing
assessment chges and in precuring the assessment request form and relevant
records from Archives, Registry, SHD, PRD, She must guarantes that all
availadle CIA information on a candidate hes Been obtained befors the candi-
dste srrives for caegassment. She conatantly eonfers with the Chief, Asrsess-
ment Staff, Junior paychologlsts, and senior paychologists, and the stetin-
tieal analyst on sensitive peychologicsl conaiderations, which have baen trens-
mitted orally to her by the parson requesting the assassment. In schaduling
sssasmment cases she confars directly, {n pesrson or over the telephone, with
Cl1A officers outlined in paregraph 2-a above.

.. She is capable of sssuming All responsidiliiies nf the clerk-
stenographsr of the Agsasmment Staff. (3See job description, clerit-
stenographer, Assssszent Staff, slot ma. 7, 22 Hareh 1980).

L, Copable of sssuming a1l responsibilities of the statietionl anelyst,
Aseessment Staff. (See jod descriptinom, statistical analyst, Assessxent
Staff, slot me, 6, 22 Harch 1950). "

' Superviges and semetimes directs the work af the clerk-stenographers
and f£iling assisiants.

n. Competent in the administration of both individusl and group
psychonetric tasts,

i. Serves as & psyeholnglesl assistant to the jJunior end semler pay-
ghologists, espegially in the pdninistration of tests snd in conducting the
interriews of female Assceament csmdidatea,

3. Participates in situntion tests amd prepares raports &nd retings
ef her Tindings and observations.

k. ¥hea called upra %o do so, Seslists the statistical analyst in the
seoring and statisticel interpretaticen of cagses, and in the preparation of
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norme, cherte, tables, und granhe,

1. Is respousible for the finsl *processing” of the casessmsnt folders
to iasure that no sesurity violeisinne have cccurrsd in the hendling ef the
reports and that all the reports and tests are proparly sccounted for befors
the assessment foldar 4is flled sway.

», She ie the custodian of Ton Secret documants and renorts for the
Asgesanent Staff,

n. Vainteing a detailed somnary of all Intensive asssemment cases,
intervisss, asspemant confarences, review onses, and yreparts; sad from
thess data, prepaves the hasic Figarss for the monthly pssesemsnt repori,

0. Serves as 2 llaison officer for the Assensment Ftaff on adwinie~
trative natiors, 228, when salled upon to 4o gn By the Chiaf, Assssement
Safl, shs gives short talits adoul assessmant sdministrative proesdures to
2R5/0SC/OPC employass.

P, She mrkes suggestious and 4raws up plans for improving the admin-
{atrative and opsrating 2fficiency of the Lasessmant Staflf,

~ ChleY, Assessment Ra¥T

U /nje
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